
Last Modified 2/27/18  Page 1 of 6  

 

Outpatient Caseload Assignment Forms  

Outpatient caseload assignment can be managed using these three forms: 

• Outpatient Caseload Practitioner ASSIGN- Use this form to assign a Practioner to a client’s Care Team. 

• Outpatient Caseload Practitioner REMOVE- Use this form to remove a Practitioner from the Care Team. 

• Transfer Caseload- Use this form if you need to transfer all or selected clients to another Practitioner. 

 

 

Outpatient Caseload Practitioner ASSIGN- to assign a Practitioner to a client’s Care Team 

 

 From your HOME VIEW: 
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Outpatient Caseload Practitioner ASSIGN form opens. 

1. Enter the date of caseload action 

2. Search/enter the Practitioner to Assign 

3. Select the appropriate Practitioner Role 

4. For CCS only, enter the appropriate Agency name. 

5. Click Submit 
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After submitting the form, address the pop-up. 

   

 

Selecting YES allows you to ASSIGN a different  Practitioner to a client.                                                     

         

 

Click YES if you need to 
select another client and 

add any new Practitioner. 

 Click NO if you are 
finished. 

Now you get a 
Pre-Display 
(summary view) 
showing all 
previous 
caseload actions. 
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Repeat process to ASSIGN another Practitioner to a client. 

 

 

  

 

Return to Home View to finish. 

 

After Submitting 
form, click NO if 
you are  finished. 
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From your Home View, select the Outpatient Caseload Practitioner REMOVE form. 

 

    

 

 

1. Select the Date of Caseload Action 

2. Select the Practitioner to Remove 

3. Click Submit 

 

 

Outpatient Caseload Practitioner REMOVE- to remove a Practitioner from a client’s Care 

Team (Note- when an Episode is closed, the Practitioner is automatically removed from the Care Team) 
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Transfer Caseload- to transfer one or more clients from one Practitioner’s caseload to 

another 

From your Home View, select the Transfer Caseload form 

     

 

 

            

 

 

1. Caseload Assignment Type is: Outpatient Caseload Practitioner ASSIGN: 

Practitioner to Assign *Use caution to select the correct assignment type* 

2. Select the Practitioner to transfer the caseload from 

3. Select the Practitioner to transfer the caseload to 

4. Provide a reason for transfer 

5. Select All to transfer entire caseload or Selected to transfer individual clients 

6. If applicable, click Select Caseload Entries  

7. Select clients to transfer 

8. Click OK 

9. Click Submit 

*If All is selected, 
choose No for Step 
Through Each Entry. 


